
 
 
The Careers & Enterprise Co. Ltd 
 
Travel Expense Policy: 
TRAVEL EXPENSES  
The Careers and Enterprise Company will only pay expenses incurred that fall into the following 
categories: 
RAIL TRAVEL  
When travelling by rail you must always travel standard class, using the most cost effective route, 
only pre-booking your tickets will be reimbursed.  Open returns are not permitted. Exceptionally, 
first class travel can be booked if one or more of the following applies:  
 
•   where disability or health reasons mean that you would not be able to secure suitable facilities in 
standard class  
•   where the overall cost of the first class ticket is less than the overall cheapest ticket for standard 
class.  If applicable, you must keep evidence of the relevant price comparisons (such as a screen shot 
from the booking page) for audit purposes.  
 
MILEAGE BY OWN CAR/MOTORCYCLE/BIKE   
The mileage allowance is set by reference to the HM Revenue and Customs (HMRC) rules on AMAPs 
(Approved Mileage Allowance Payments). These are currently as follows:  
tax - rates per business mile  
cars and vans 45p   
Motorcycles 24p   
Cycles 20p  
 
OVERNIGHT ACCOMODATION 
In considering the business need to book overnight accommodation, you must:  

 not use hotel accommodation which is not essential (for example, if a matter could be satisfactorily 

cleared by correspondence or telephone) 

 not use hotel accommodation other than in the most cost effective way – wherever possible meetings 

and itineraries should be arranged with economical daily travel in mind.  

 consider other events that are being held at the time of your stay. These events can drive up the price 

of accommodation and other charges 

 
Rates 
Normal Company limits are: 

 London   £110.00 plus VAT  

 Elsewhere in UK £75.00 plus VAT  

Approval 
You must have written approval from the Finance Manager (Joyce Ibtoye jibitoye@careersandenterprise.co.uk) 
for any booking over the set limits.  

 
Expense claims should include itemised hardcopy receipt(s) as evidence of expenditure. You will 
need to post them directly to Joyce Ibitoye: The Careers & Enterprise Co. Ltd, 2-7 Clerkenwell 
Green, London. EC1R 0DE or via Email: jibitoye@careersandenterprise.co.uk. Complete the claim 



form below and include physical receipts.  Keep all receipts for any items you intend to claim: scan, 
photograph or otherwise digitally record them as soon as possible, to ensure you have an electronic 
copy for your own records.  Without receipts, your claim can be refused.  

 

Please attach receipts to support your claim   
Receipt Ref. Description  Date Total 

        

        

        

  
       

        

Total £ 

 
Please return to: The Careers & Enterprise Co. Ltd, 2-7 Clerkenwell Green, London. EC1R 0DE or 

email to jibitoye@careersandenterprise.co.uk 

Claimants Name: Signature: 

Payment details (BACS ONLY): 

Name on bank account: 

Account Number: 

Bank Sort Code: 

Claimant’s Company/Organisation: 
 
 

Claimant’s Role: 
 

Claimant’s Telephone: 
 

Claimant’s Email: 
 

Official use only 

  Signature Date 

Checked 
     

Paid 
     

Area of Business 
     

Funding Source 
     

    
 


